HRM 11-02
Appendix A

Reclamation Manual
Directives and Standards

T-2640 (3-13]
Ll REGLAMATION
BUREALU OF RECLAMATION

TOUR OF DUTY REQUEST

The purpose of this form is for the employes and supenvisor fo designate employee Towr of Duly, and for the Human Resources Office
for document employes schedwles in the Time and Atfendance system. All employees musf complefe this fom.

Employes Mame: Employee Org Code

Towr of Dy Requested:

Fixed Work Schedule (ten 8-hour days per pay penod)

1.  Sitate your requested Howrs of Duty:

a. Starfing Time: AM.
b. Ending Time: P.M.
¢ Lunch penod: O am. [J PM to O awm [J PMm

Flexible Work Schedule: (five B-hour days per pay weekiten B-hour days per pay period. with designated start and ending times that
are flexible, between 6:00 AM. and 8:00 P.NL). The hows of duly for 3 requested Rexible Work Schedule must reflect an B-hour day.
Reclamabon’s core hours are from 5:30-11:00 a.m. and 1:30 fo 2:30 P.M. when all employees on a flexible schedule musf be present, or

be on approved leave.

1. State your requested Howrs of Duty:

a. Starfing Time: AM.
b. Emnding Tima: P.M.
¢ Lunch penod: O AWM. O PM to O am [ PM

Work ime in excess of 8 hours will be eamed credit hours and must be approved in adwance by your manager or supenvisor, and be
recorded on the ime sheet accordingly. Credit hours cannot exceed 3 hours per day, or be eamed after 3:00 P.M. Monday through
Friday.

Compressed 410 Work Schedule: (four 10-hour days per weekfeight 10-hour days per pay penod).
NOTE: Credit howrs cannot be eamed by employees working under a Compressed Work Schedule.

1.  Sitate your requested Howrs of Duty:

a. Starfing Time: AM.
b. Emding Time: P.M.
c  Lunch penod: O am. [J PM to O awm [J PMm
2. State your non-duty day: 1% week 2™ week.
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Compressed W4/9 Work Schedule: [eight B-hour days and one B-hour day per pay period).
NOTE: Credit howrs cannot be eamed by employees working under a Compressed Work Schedule.
1. State your requested Houwrs of Duty:
a. Staring Tme: AM.
b. Ending Time: P.M.
¢ Lunch penod: O am. [0 PM to Oam O PM
Efart and end ime entered above showld reflect your 3-hour day.
2. Siate your non-duty day:
Indicate which week of pay period 1% week ™ weeek
3. State your 8-howr day:
Indicate which wesk of pay period 1" week 2™ week.
Other Work Schedule: [established through Union negotiafion).
1. State your requested Houwrs of Duty:
a. Siarfing Time: A M.
b. Emding Time: P.M.
¢ Lunch penod: O am. O PM o Oam O PM
2. Siate your non-duty day(s):
Indicate which week of pay period 17 week ™ weeek
Employee Signature: Diate:
ManagerSupervisor
Signature/Approval Diate:
Effectve
Pay Penad {iLe., 201307) Date:
Semd a copy of this approved form fo your local Human Resouwrces Office
for appropriate FPPS coding.
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